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Introduction 
The “How to Clone a Bid from another Document” Quick Reference Guide is designed to provide the minimum 
steps necessary in cloning (copying) a Bid.   

 Cloning a Bid makes a new copy of the document, enabling you to leverage the information that was already 
entered on the original, but also giving you the ability to edit anything where necessary. 

Pre-requisites 
You must have the Basic Purchasing Role. 
 

Steps 
 

Step 1: 
 

a.) From the home screen once 
Logged in, select 
Documents > Bids > New.  

 
 

 

 
 

 
Step 2:  
 

a.) Click the clone a bid from 
another document radio 
button.  

 
 
Step 3:  
 
The Search Documents to Clone a 
Bid screen displays.  
 

a.) First, select Bids in the 
“Search For” field. 

 
b.) Determine which search 

fields you want to use (a 
couple are highlighted in 
red). 
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c.) Once you have entered in 
your search criteria, click the 
Find it button. 

 
 
Step 4:  
 
The Results page displays. 
 

a.) Scroll down and select the 
document you want to clone 
by selecting the appropriate 
radio button. 

 
b.) Click the Clone Bid & Exit 

button. 
 
Note: If other items need to be 
added, you can also click the Clone 
Bid & Add more items button. 
 

 

 
 

 
Step 5: 
 
The page refreshes to the General 
Tab. 
 

a.) Enter in your bid available & 
opening date, funding 
source, and edit any other 
necessary fields. 

  
Note: There will be a validation error 
message indicating missing fields, be 
sure to complete them. 
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Step 6: 
 

a.) Follow the same process you 
would when creating a 
normal bid.  
Move from left to right on 
the tabs.  

Note: 
When you get to the Bidders Tab, 
you MUST refresh the previous 
Vendor list by marking the check box 
in the “Delete Column” located in the 
upper left corner. If you fail to do this 
the system will send an email 
notification to the previous vendor 
list. Follow the same process on a 
normal bid to add your new Vendor 
list. 

 

 

 


